Development Resource Assistant

Are you a recent graduate or someone seeking a career change?  Are you looking to gain experience in fundraising and grant writing?  We have the perfect job for you!

We are currently seeking an energetic and motivated individual to join our dynamic Development team.  The ideal candidate will have great organizational skills, strong computer knowledge, and a willingness to be flexible.  Primary responsibilities include: 

gift recording, reporting and analysis, maintain Development Fund database, assist at all events, mailings, provide general clerical support to department.  This is a full-time, 32 hr/week position.

Proficiency in Microsoft Word and Excel a must; knowledge of Raiser’s Edge preferred.  High school diploma/GED req’d.  Ability to handle large sums of monies confidentially and appropriately.  

We offer a comprehensive benefits plan that includes health and dental insurance, paid vacation, paid sick leave, flexible spending accounts, and a 403B plan.  Please learn more about us by visiting our website www.abilitybeyonddisability.org.

Email/Fax/or send resume to: jobs@abilitybeyonddisability.org fax:203.775.4688

Human Resources, ATTN:  Dev. Resource Asst. position, Ability Beyond Disability 4 Berkshire Blvd. Bethel, CT 06801 EOE/AA  

